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Checklists 
 

 
  
 
 

System 
Training 
 
 
 
 
 
 

 � Turn on all computers. 

� Are PCs connected to the printer properly if 
printing is desired? 

� Is network login ID set up correctly for each PC? 

� Is the User Productivity Kit accessible on each PC? 

� Access to Internet Explorer 

� Pop-up blockers turned off 
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Classroom 
Checklist 

 � Participant Guides Printed  (if applicable) 

� Instructor Guide (if applicable) 

� Facilitation PowerPoint 

� Welcome 

� Objectives 

� Agenda 

� Curriculum to cover 

� Scheduled breaks 

� Housekeeping 

� Restroom location 

� Snack shop 

� Visual Aids (such as static paper, hand-
outs, etc.) 

� Flip chart 

� Markers for flip chart 

� Overhead projector/LCD panel 

� Projector Screen 

� Whiteboard/Dry Erase Markers 

� Pencils or pens and paper 

� Note paper 

� Course Evaluation Forms 

� Sign-in sheet 

� Name Tents 

� Game materials/prizes (if desired). 

� Candy (if desired) 

� Room temperature acceptable 

� Trash cans present 

� End of class 

� Turn off computers, projectors 

� Gather evaluations 

� Tidy-up room for next class 

� Turn off lights 
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